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DDA Memo, 4 Apr 77
SUBJECT: Posltion Agency #1351 Auths DDAAREG. 77/1763

Date: J’f/df/?? By: o/ 0

l, Becausge of the expansion and demands mede upon the 2 6
Training Staff, Fesltion Ageacy 71515, Adminletrative Zssis- < ;”}%7
tant, has become of increasing inportance, At the ti.c thls
Job was classified ag & (iT-5, the princlpsl concern o the
Adminlstrative Assistant revolved about tiss Jotelli eace
Officers'! Courae cof sever weeks'! durstion, tiec Fleld Aduinias-
trative Course, and the techalcal training coursez. ow,
nowever, there is, in addition %o the Advanced Iutelll ence
Training Course (whici: hes supplanted the Intellljsuce
Officers! Course), & beaic intelli_ence tral lng phese, whiceh
includes both tutorial instructlon and a Basle fnﬁelliawaae
Training Course of four weeksa' Juration, and & Special
Advanced Intelligence Course. Also spucial courses are
frequently arranged by the Chiler, TRS, asuch as the COPS and
CA3 traluinyg oroyrams. Fosition Agency #1518 handles schedulas
and makes hesessary arrangsments for these edditionsl courses
and specisl proyrsas. The officlent mannjement of tha Starff
Training Dlvislon would be impossible without considersble
importance and rellance plaged upon Positlon Agency 1515,

It ls, therefore, strongly rocommended that the Position Agenay
#1615 be upuraded from & UAF-5 to a CaVe8. The following
reagons are glven gpsclllcaliy lor substeatiatlon of thus
recommendation, This ls Lo acdcltlon to tiue dutles outlined

in the oriinsl jcb description:

a8. The Adminiatrative Assistant in Position agency #1518
is responsible for ths administrative mansgement and scheduling
of the basic intelligence training phase, the Daslc Intelligcuoce
Trainlng Course, tne Advanced Intelligence Tralalng C.urse, the
3peolal Advanced Intellli,once Cowrss, and speclallzed wrograas
such es the CUOP3, CAH#, Ceomo, end C&D courses. In discharglng
her responslbilitles as Administrative Assistent Ior tlhie varlous
courses, she coordingteos witih cotler treining .royraus, .rocessss
all requests for trainiag, and mekes relevani distribution o
important infomation, prsparee & mouthly mctivities r=yort,
carries stenmogrephile and scoretarial daties, Freapares oenoranda
and reports, wkeeps an up-to-dete record of student graces, ard
collects and distributes 'insl svalustions on all atudents.
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b, Subject to the review of the Chief, Stafr Training
Livislion, the Adminirtrative Assistant is conpletely responsible
for preparing the individual schaedulss and advising all studants
taking staff training courses,

¢. The Administretive Assistent sttends all confsrences
with luportsnt returned rield representatives and transcribes
and processes reports Crom these conlerencss, most of thich
are of a Top Jecrct nature,

d. The Adm'nistrative Assistant Lnitiatcs raq wests o
eryptograshle security clsarence of & Top Secret naturse from
the Jeourity Dranch,

e. In eonjunetlion =ith the Training Conbtr:l Gfficer of
the Starlf Training bivision, the Administrative Assistant
superviess the clerieal duties of the &ecrut&ty—ﬁtanograghﬁr
for the Advanced Intelligence enc sasic intelllgence Zrelnlig
Courses, particularly in reference to the preparation o
Instructiona) materials,
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